
Reserve Orders Authorization 

 
Introduction All Reserve Active Duty Orders must be Authorized by the District 

(DXR).  Users must have the CGRSVISC role in Direct Access to 

Authorize Reserve Active Duty Orders. 

 

Prior to Authorizing orders, approvers should review all data for accuracy.  

It is crucial that the Funding information identifies the correct TONO and 

Line of Accounting. 

 
Procedures The following procedures are provided for Authorizing Reserve Orders in 

Direct Access. 

 

Step Action 

1 Click on the View My Requests (all types) link in the Self Service Requests 

pagelet. 

 
 

2 The View My Action Requests page will display. 

 
 

 Click on the Requests I am Approver For radio button. 

 Transaction Name: Click the drop-down and make a selection or leave at 

the All Transactions default. 

 Transaction Status: Click the drop-down and make a selection or leave at 

the Pending default.  

 Submission From Date/Submission To Date: Narrow the search by 

selecting a period of inclusive dates. 

 

Click the Populate Grid button. 
 

Continued on next page 



Reserve Orders Authorization, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The Order Approvals section will populate with all pending orders. 

 
 

Click the Approve/Deny link for the appropriate order. 

4 The Approval Tab will display. 

 
 

Authorizing official selects one of three options: 

 Push Back – Click the Push Back button to set the status to On Hold and 

return the orders to the submitter with any comments for edit/resubmit. 

 
 

 

Continued on next page 



Reserve Orders Authorization, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 

(cont) 
 Deny – Sets status to Deny, removes the transaction from all Authorizing 

Official’s Action Requests to allow for editing by any SPO YN. 

 
 

 Approve – Sets status to Approved, orders are now Authorized and ready 

to be executed. 

 
 

5 After Approval, the Order Status will set to Authorized. 

 
 

 

 

 


